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The purpose of this bulletinis to reiterate the Departnent's policy on
publication and screening of job vacancies in order to pronmote the attainment
of labor force parity for all groups of enployees. The Attorney General is
comnitted to the principles of affirmative action. Due to the many positive
steps which have been taken, the work force picture of the Department of
Justice is caning to reflect the multifaceted pool of all those enployed in
Cal i forni a.

Today, Blacks, Asians, Filipinos, Pacific Islanders and Native Anmericans are
represented in proportion to their numbers in the total state work force as a

whole. Still, there are deficiencies anong these groups in upper |eve
classifications, and professional and | aw enforcenent occupations in
particul ar.

Overall, the nost significant differences lie in the |ow proportions of

Hi spani ¢ enpl oyees and di sabl ed enpl oyees in departnental enployment. The
‘ Departnment has made inprovenent of Hispanic and disabled representation a

priority.

Ve weé need to continue our efforts to achieve parity at all levels for al
protected groups and to ensure we sustain the gains we have made. The best
way to achieve a balanced work force while naintaining the high standards of
professional quality for which the departnent is known is to naximze the
search for good candidates. To that end, the followi ng policies are in
ef f ect

Advertising Policy

Ef fective Cctober 12, 1983, the State Personnel Board adopted Rule 444
(attached) in regard to the job announcement posting requirements for
transfer and training and devel opment (T&D) opportunities

Rul e 444 establishes basic publication and screening requirenents to be
fol | owed whenever a department is planning to use a transfer or T&D
assignnent to nmove an enployee to an area of the State's workforce that is
covered by an affirmative action or upward nobility goal. It is the policy
of the Departnent of Justice that all vacant positions will be advertised in
accordance with this policy.

Subject to certain exceptions, all vacancies for permanent positions nust be

advertised on an open basis for at least fifteen (15) calendar days. Please
‘ note this exceeds the mininum seven (7) day requirement in rule 444

Requests for exceptions to the fifteen (15) day policy nust be approved by

the Division Chief in witing, and in no case can positions be advertised for

| ess than seven cal endar days




Rul e 444 does not require a position to be advertised when: 1) the position
will be filled by a pronotion in place (e.g., fromOfice Assistant | to

O fice Assistant Il, or Deputy Attorney General, to Deputy Attorney GCenera
[1l1; 2) the best interests of the departnent, based on required job skills,
justify filling the position fran a civil service list; 3) when it involves
movement of an enpl oyee between positions under the sane appointing power
that fall within the same occupational and |evel category for affirmative
action and upward nobility goal setting purposes. Cccupational and |eve
categories, and their corresponding positions are available from your
Personnel Analyst. Refer to the rule attached to this bulletin for other
types of novenent not covered

Filling of Vacancies

Recrui tment plans should be fornulated prior to advertising for the position
The Affirmative Action Ofice (AAO is available to assist program managers
in devel oping those plans, and should be contacted whenever hiring is being
planned for multiple positions in an underrepresented class. If insufficient
applications are received from individuals in underrepresented groups

consi deration shoul d be given to extending the advertising and application
period

Copi es of all announcenents of vacancies are to be forwarded to the Personnel
Ofice, 1515 K Street, Sacramento, at |least five (5) working days before the
advertising period begins. The Personnel Ofice will ensure that the
Affirmative Action Ofice receives a copy pronptly so that distribution to
other potential applicants can be done immediately. Refer to Admnistrative
Bulletin 87-41 for nore information on preparation of job announcenents.

Program nanagers are responsi ble for ensuring that all candidates for a
position have available a standard application form Form 678. Candi dates
must ccnplete the document. Al applications should be retained by program
managenent for one year and nust be submitted to the AAO upon request. \When
a candidate froman underrepresented group is not selected and qualified
applicants fran an underrepresented group were avail abl e, program management
remains responsible for providing justification to the Division Chief. The
justification should delineate the job-specific know edge or skills possessed
by the nom nee which warranted the appointment. A copy of the approved
justification should be retained and forwarded to the A0 on request.

Document Processing

Al'l Requests for Personnel Action (RPA's) for appointnents to permanent
positions nust be approved at the Division Chief |evel and shoul d be
submitted to the Personnel Ofice at |east ten (10) days prior to the
effective starting date for the enployee. Refer to Admnistrative Bulletin
87-10 and 88-47 for more information on RPA's and T&D processing.

| f you have any questions regarding the policies in this bulletin, please
call the aa0 or your Personnel Analyst




STATE PERSONNEL -BOARD
PUBLICATION AND SCREENING

444, Publication andScreening

(a) Unless exenpted under section (b) of this rule, all transfer
and training and devel opnent that result in an
enmpl oyee noving to a position that is covered by an affirmative
action or upward nobility goal established pursuant to Govern-
ment Code Sections 19232, 19402, or 19790 shell be subject to
the following posting and screening requirenents

(1) Advance notice of the opportunity for such novement shall
be posted for at |east seven days at the worksites of
eligible departmental enployees. Posting may be limted
to geographic areas within which enployees could reason-
ably be expected to accept the opportunity wthout a change
of residence. The Executive Officer may specify a broader
area of notice consistent with recruitnment patterns for
the class when she/he determnes that an adequate affirmative
action candidate group does not exist within the area spe-
cificd above

Alternatives to this posting process may be al |l owed when
the Executive Oficer finds that such alternatives are at
| east as effective as the prescribed process in neeting

established affirmative action and upward mobility goals

(2) The advance notice shall describe the opportunity and its
duration and location and shall state that the opportunity
Is being offered consistent with State | aws and Executive
Orders ensuring equal opportunity for enploynent regardless
of an applicant's sex, race, religion, ancestry, disability,
age, or sexual orientation.

(3) Al applicants must be considered based on published stand-
ards and criteria that have been nade available to them during
the application filing period. The consideration may consi st
of an application evaluation, oral interview, or simlar
civil service selection techniques.

(4) Al applicants shall be informed of the results of the
Screening process. the results will be used to selec
enpl oyees for future vacancies or training opportunities, the
applicants shall be informed of their eligibility for such

. future selection.

(b) Transfers and training and devel opnent assighments shal | be exenpt
from the requirenents-specified in section (a) when they:

(1) Involve nmovement of an enpl oyee between positions that are
within the same classification and appointing power.
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(3)

(4)

(5)

(6)

Are intended to renedy a particul ar enpl oyee's performnce

deficiency that has been identified through the performance

eval uati on process conduct ed pursuant to Governnent Code -
Sections 19172.or 19992.2; or

Provi de a modified work assignment that is necessary to
continue the enpl oynent of an injured or disabled enployee;
or 2

I nvol ve nmovenent of an enpl oyee between positions under the
same appoi nting power that fall within the same occupational
and | evel category for affirmative action and upward mobility
goal -setting purposes; or

Are necessary to avoid the need to |ayoff or demote an _
empl oyee, or involuntarily tremsfer an enpl oyee to anot her
classification or to another geographic |ocation that woul d

require an employee'to change his or her place of residence;

0 r

Are needed to continue the enploynent of an individual hired
through the Career Opportunity Devel opment Program established
by the Welfare Reform Act of 1971.

Government Code Section 18701

Government Code Sections 19233, 16406, and 19792 | ).’




